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STATE HIGHWAY ADMINISTRATION HAULING PERMIT SECTION

AOKNCY

Item
No.

Amendment t o Schedule 491
Detcription Retention

1.

2.

3.

4.

5.

6.

7.

8.

Application for Special Hauling Permit (HP-3)

Special Hauling Permit (HP-1)

Blanket Hauling Permit (BHP)

Book Permit (BP)

Accounting Journals

Accounts Receivable Journals

General Account Ledgers

Deposit slips

(ALL ITEMS)

Retain for three (3<) years
and unti l a l l audit requlr
ments have been met, then
destroy.
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ATTACHMENT B

STF.TJCTI QMS - .TYPE OR PRINT A
KARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETEKTICN SCHEDULE
(DCS SBO'I)

DCPARTMENT OF CENCRAL SERVICES
RECORDS MANACEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX*X7I

JESSUP, MARYLAND 207(4

AGENCY RECORDS INVENTORY

PACE 1 OF "3.

| I . DEFARTMENT/ACCNCY

State Highway Administration

2. DIVISION

Hauling Permit Section
S. UNIT

DEFINITION-RECORD SERIES A OMOUF OF MLATED RCCOKOB NOMUU.V Ft LCD ANO USKO AB A UNIT FOR
RErCRKNCE AB WEU. AB BCTiMTieH AMD D U M l l t l B M >U»PB1lgll

4. RECORD SERIES TITLE

Hauling Permits
EARLIEST TEAR/LATEST TEAR
- 1990 TO 1992

f. RECORD SERIES DESCRIPTION (BRicrur DESCRIBE Ttnc TYPES orj__
1N THE SERIES. ~~

INrORMATION/OOCUMENTS/FORMS FOUND
INCLUDE THK PURPOSE OR FUNCTION or VMK BEITIES)

Application for Special Hauling Permit —
Special Hauling Permit

- Attached, to Pink Copy
- White Copy —given to permittee
- Pink copy - remains in office
-Yellow copy - remains in office -

— non record

- non record

Blanket Hauling Permit White copy — given to permittee ~ non record
Pink copy —.remains in office
Yellow copy —.remains in office — non record

. RECORD SERIES FORMAT(S)

X LETTER SIZE O MICROFILM

O LEGAL SIZE O COMPUTER TAPE

O BOUND BOOK ° FLOPPY DISK

• AUDIO TAPE Q VIDEO TAPE

O OTHER(SPECIFY)

•. RECORD SERIES SE

(X ALPHABETICAL

(X NUMERICAL

O CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

t. VOLUME

fFILB DRAWER(S)
D MICROFILM REEL(S)

^•O O COMPUTER TAPE(S)
NUMBER D oxHEpispectjY)

tO. ANNUAL ACCUMULATION

XXFILE DRAWER(S)

2 O MICROFILM REEL(S)

RUHtBirO COMPUTER TAPE(S)
• D Bmr»(«prri»Y|

tl. FILE IS USED

B DAILY O WEEKLY O MONTHLY

IX. FILE
3

ECOMES INACTIVE AFTER

O MONTH(S) J? YEAR(S)

13. CURRENT LOCATICN(S) (BLDC. .FLOOR,ROOM)

808 Guilford Ave 2nd Floor

I4. IS RECORD SERIES DUPLICATED ELSEWHERET
t I F w i , srceirY /.SKNCT OR o m e s )
a YES a NO

IS. ACCESS RESTRICTIONS Q YES tf NO

(ir m , CITK LAV(S) • RKauLATION(s)

If. AUDIT REQUIREMENTS
«

O NONE XX STATE XB FEDERAL O INQEPI

1 7 . I S AN INDEX SYSTEM USEDT ( | r VKB.EXPLAIN

•KIBFLY AKD DEBCRIBE ANY KAIIOMARE/sorTWARE)
I t . RECOMMENDED RETENTION

*<.YES NO Retain for three (3) years and until all
audit requirements have been met, then
destroy.

I*. NAME AND TITLE OF PREPAKER

v
2 0 . TELEPHONE NUMBER

(410) 333-1597

X I . DATE
-}:-±J-:~*r -•'. V-.. . . . .

'jjd/w^i/^ \^^-

1



ATTACHMENT B

fc STRUCT 1 CMS--TYPE OR PRINT A
r PARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS BIO>| )

1 . DEPARTMENT/ACENCT

State Highway Ac3ministration

DEPARTMENT OF GENERAL' SERVICES
RECORDS MANAGEMENT DIVISION

7X7i WATERLOO ROAD
P . O . BOX*Z7I

JESSUP, MARYLAND 207S4

2 . DIVISION

Hauling Permit Section

AGENCY RECORDS INVENTORY

PACE 2 OF J>

3 . UNIT

DEFINITION-RECORD SERIES-* ° " ° U P ° F " • " « » HreORDB NORMALLY riLKO AND UfCO A . A UNIT PON
RKPKRKNCC AS I E U AS RETENTION AND DIIMHTIfiM »U*PO9»

1
j 4 . RECORD SERIES TITLE ••

, Hauling Permits
S . EARLIEST TEAR/LATEST YEAR

1990 TO 199?

•. RECORD SERIES DESCRIPTION {

Book Permit

ftRltrUY DKOCRIDK TMV TYPES OP^INPORMATION/DOCUlWeNTS/PORMS POUND
IN THE SERIES. INCLUDE TMK PURPOSE OR FUNCTION OP THK SBfriKt)

—White Copy — Completed at time of haul and carried
in vehicle.

Pink Copy — Completed at time of haul and retained
by permittee.

Green Copy — remains in permits to be completed at
time of haul on information received by
phone., record copy for audit purposes

. RECORD SERIES FORMAT(S)

X LETTER SIZE • MICROFILM

O LEGAL SIZE ° COMPUTER TAPE

O BOUND BOOK ° FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

a orientSPECIFY)

•. RECORD SERIES SEQUENCE

£ ALPHABETICAL

^ NUMERICAL

• CHRONOLOGICAL

D GEOGRAPHICAL

• OTHER(SPECIFY) >

t. VOLUME

KFILE ORAWER(S)
O MICROFILM REEL(S)

• ̂•'° ° COMPUTER TAPE( S )
NUMBER p O T H E R I s p e c i f )

1 0 . ANNUAL ACCUMULATION

> & F I L E DRAWER(S)

2 D MICROFILM R E E L ( S )

KTOBBH-O COMPUTER T A P E ( S )
• D WTMTP(«>Pc-t-tr-y)

1 1 • FILE IS USED

HXDAILY O WEEKLY D MONTHLY

I Z * FILE BECOMES INACTIVE AFTER
3 O MONTH(S) £cYEAR(S)

1 3 . CURRENT LOCATION(S) (BLDC. .FLOOR,ROOM)

808 Guilford Ave. 2nd floor

14. IS RECORD SERIES DUPLICATED ELSEWHEREt
I IP TCI, tntCIPT ASKNCY OR OPPtCK)

a YES )f NO

13. ACCESS RESTRICTIONS O YES O NO
ClP YK8, CITC LAl(l) A RSOULATIONt S )

t«. AUDIT REQUIREMENTS

O NONE B STATE SCFE O E R A L ° INDEPENDEN1

17. IS AN INDEX SYSTEM USEDT ( |p VKS.ElVt-AtN
BRIBPLT AKD OKSCRIBC ANY KAnO«ARE/8OPT«ARK)

IS. RECOMMENDED RETENTION

V<YES NO
Retain for three (3) years and until
all audit requirements have been met,
then destroy.

I*. NAME AND TITLE OF PREPARER

^

2 0 . TELEPHONE NUMBER

(410) 333-1597

X I . DATE

^ ^ V L ^ L A ^ H, l^^i



ATTACHMENT B

STRUCT IONS--TYPE OR PRINT A

KARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

(DCS 3 B 0 - I )

DEPARTMENT OF CEMERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX *27 3

JESSUP, MARYLAND 207*4

AGENCY RECORDS INVENTORY

PACE 3 OF

I I . DEFARTMENT/AGENCY

State Highway Administration
Z. DIVISION

Hauling Permits
S. UNIT

DEFINITION-RECORD SERIES-* ° " O O P o r M U A T E D RECORDS NORMALLY FILED AND USED AB A UNIT FOR
WtreWEHCr A« ILU. A» RE-TENT IOW AND DHMHITI6M > U W M a e i

4. RECORD SERIES TITLE

Accounting Records
B . EARLIEST YEAR/LATEST YEAR

iqflft TO 1QQ9

! • • RECORD SERIES DESCRIPTION (*"' " r l * Y O 1 ! B C R I B E T K * " " » 9^,IHroimATION/DOCU1«HTg/roimB FOUND
•IN THE SERIES. INCLUOB THE PURPOSt OR FUNCTION OF THE SCrMES)

DAILY ACCOUNTING JOURNAL—JOURNAL OF SPECIAL, BLANKET AND BOOK PERMITS
DEPOSIT SLIPS —COPY SHOWING DEPOSIT
GENERAL ACCOUNTS LEDGERS —Financial reports on permits issued and cash receipts for
ACCOUNTS RECEIVABLE JOURNALS individuals and general ledger.

. RECORD SERIES FORMAT(S)

LETTER SIZE • MICROFILM

n LEGAL SIZE ° COMPUTER TAPE

• BOUND BOOK ° FLOPPY DISK

• AUDIO TAPE O VIDEO TAPE

CC OTHER(SPECIFY)

Computer Sheets

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

^NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

O OTHER (SPECIFY) *>

f. VOLUME

O FILE DRAWER(S)
O MICROFILM REEL(S)

J~5 D COMPUTER TAPE (S )
N W M D C f t D OTHER(SPECIFY)

X Binders.
tO. ANNUAL ACCUMULATION

O FILE DRAWER(S)
O MICROFILM REEL(S)

MjUbifli ° COMPUTER TAPE(S)
• D <rrmrp(<epc-(-irv)

II . FILE I S USED

tK DAILY O WEEKLY P MONTHLY

I Z * FILE BECOMES INACTIVE AFTER

1 3 . CURRENT LOCATION(S) ( BLDG., FLOOR, ROOM)

808 Guilford Avenue 2nd Floor

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tiF ves, SPECIFY /.OENCY ON OFF ICE)

Q YES B NO

IS. ACCESS RESTRICTIONS • YES &UO

( ir YKD, CITK LAI(I) * RKOULATION(B)

l«. AUDIT REQUIREMENTS

• NONE 5? STATE (& FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USED? [if YES.EXTLJMN

BKlerLY AND DEBCRIBB ANY HAnOBARE,/ SOFTWARE )

CKYES a NO

Binders are labeled
Dates, alphabetical ledgers
Dates/Titles

IS. RECOMMENDED RETENTION

Retain for three (3) years and until all
audit.requirements have been met, then
destroy.

IB. NAME AND TITLE OF pREPAFCR
K/yvj£_£

2 0 . TELEPHONE NUMBER

410-333-1597

St. DATE

^ J b x u f t A ^ . li, \q<\rx^


